
ANNE 
ARUNDEL 
COUNTY 

M A R Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 

Records Management Division 

S c h e d u l e N o . 

C-747 

P a g e N o . 

1 of 2 

R E C O R D S RETENT ION AND DISPOSAL S C H E D U L E 

AGENCY Dept. of Planning and Code Enforcement DIVISION Current Plannini 
litem No D e s c r i p t i o n R e t e n t i o n 

1. Zoning Application Files ** 
Individual zoning application files for request for re-
zoning, special exception, and variance containing appli 
cation, P.A.C.E. staff report, site plan, agency comments^ 
and decision of Hearing Officer or Board of Appeals. 

2. Nonconforming Use Files 
Individual files containing applications for legal non
conforming uses. Files contain application, site plan, 
documentary evidence, affidavits, and annual question
naires. Files are numbered by year and case number (e.g. 
NC1-90). 

Comprehensive Rezoning Files 
Individual files on applications for change or retention 
of zoning during comprehensive zoning process. Includes 
Dept. and P.A.B. recommendations. 

Card Catalog 
Catalog cross referencing nonconforming use and 
zoning application files by name and number. 

R e t a i n c l o s e d f i l e s 
i n o f f i c e f o r 3 y e a r s 
t h e n t r a n s f e r p e r i o d 
i c a l l y t o t h e MD S t a t e 

| ' A r c h i v e s f o r p e r m a n e n t 
r e t e n t i o n . 

R e t a i n c l o s e d f i l e s 
i n o f f i c e f o r 3 y e a r s 
t h e n t r a n s f e r p e r i o d 
i c a l l y t o t h e MD S t a t e 
A r c h i v e s f o r p e r m a n e n t 
r e t e n t i o n . 

Closed files retained in-
house for 3 years then 
transferred to outside 
storage for 2^ years then 
destory. 

Retain Permanently. 
Periodically transfer 
film to Maryland State 
Archives. 

S c h e d u l e A p p r o v e d b y 
R e c o r d s M a n a g e m e n t O f f i c e r 

S c h e d u l e A p p r o v e d b y 
A g e n c y , or Division R e p r e s e n t a t i v e 

D a t e 

S c h e d u l e A p p r o v e d b y 
C h i e f Administrative O f f i c e r 

S c h e d u l e A p p r o v e d b y 
S t a t e Archvist 

S i g n a t u r e D a t e S i g n a t u r e 
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Item No. Description Retention 

Subdivision, Waiver, and Agreement Files 
Includes all administrative, major and minor subdivisions 
with plans, plats, comments, letters, waivers arid agree
ments . 

Engineering Mechanical Files 
Includes development plans, correspondence, studies, 
comps, etc. 

Correspondence 
Includes letters and memos unrelated to specific zoning 
and subdivision applications. 

Closed files retained in-
nouse for 3 years then 
transferred to outside 
storage for 20 years, then| 
destroy. 

losed files retained in-
louse for 3 years then 
transferred to outside 
storage for 20 years, then 
destroy. 

Files retained for 3 
years in-house then 
destroy. 



. IKSTHUCTSKS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
REVISED RECORD S.fRIES. ' FORWARD WITH RECORDS RETENTION 
SCHEDULE (DSS SU-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S MANAGEMENT OIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 - JESSUP. MARYLAND 20794 

AGENCY R E C O R 0 S I N V E N T O R Y 

Pane 1 O f 6 

l l . D E P A R T M E N T / A G E N C Y PANNING AND CODE ENORCEMENT 2. DIVISION 

CURRENT PLANNING 
3. UNIT 

ZONING 
0EF1HIT1ON • Rstorda S t r U t • A group of rolatad racorda normally fll*d tnd uaad aa a unit for rsfaranca aa w*ll aa ratantlon and disposition purpoasi. 

4. R E C O R D S E R I E S T I T L E 

ZONING APPLICATION FILES 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1952 TO Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of informaliorVdocumenis/tonns found in the Series. Include the purpose or function of the Senes) 

Individual zoning application files for requests for rezoning special exception, and 
variance containing application, P.A.C.E. staff report, site plan, agency comments, and 
decision of Hearing Officer or Board of Appeals. Files are numbered by case and year (e.g. 
Vl-90) beginning each year. 

7 . R E C O R D S E R I E S F O R M A T fS) 

• letter Size 0 Microfilm 

H legal S e e • Computer Tape 

• Bound Book • Floppy Disk 

• Audo Tape • Video Tape 

O Other (SoectfY) 

8. R E C O R D S E R I E S S E Q U E N C E 

• Alphabetical 

&• Numerical 

£ Chronological 

• Geographical 

• Other ISDeriM 

9. V O L U M E 
H File Orawer(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 

20 a Other (Soedfy) 

Number 

10. A N N U A L A C C U M U L A T I O N 
X g FBe Orawer (s) 

O Microfilm Reel (s) 
• Computer Tape(s) 

4 • Other (Speofy) 

Number 

1 1 . F I L E IS U S E D 

0 Daily • Weekly H Monthly 
Less Than 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

5+ a Monthisl » Yearis) 
Number 

1 3 . C U R R E N T L O C A T I O N f S ) (Bldg.. Floor. Room) 

Heritage Center 
14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? pf yes. specify agency or office) 

H Yes Admin. Hearing Office o N o 

15. A C C E S S R E S T R I C T I O N S 0f yes. cite law(s) 8 regulations) 

a Yes dC No 

16. A U D I T R E Q U I R E M E N T S 

H None O State • Federal a Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
describe any hardware/software) 

* X Y e s C a r d File • No 

18. R E C O M M E N D E D R E T E N T I O N Closed files retained for 3 years in-
house,then transferred to outside storage for 20 years. 
Then destroy. 

19. N A M E A N D T I T L E O F P R E P A R E R 

L.E. Burkins 
Planning Administrator 

21. D A T E 
7/13/95 

DGS 550-4 (Rrnan 1/93) 



IKSTKlHI>-»Pi - l i f t UK f KJWI A SEPARATE FCWU FOR EACH NEW 

.REVISED P E C O R O SERIES. FORWARO WITH RECORDS RETENTION 
J O C D O U E (DGS XC-!) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

Ttn WATERLOO ROAD 
P O BOX 273 - JESSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y IKSTKlHI>-»Pi - l i f t UK f KJWI A SEPARATE FCWU FOR EACH NEW 

.REVISED P E C O R O SERIES. FORWARO WITH RECORDS RETENTION 
J O C D O U E (DGS XC-!) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

Ttn WATERLOO ROAD 
P O BOX 273 - JESSUP. MARYLAND 20794 P * . 4 O f 6 

H 1 . D E P A R T M E N T / A G E N C Y 

^PLANNING AND CODE ENFORCEMENT 
2. DIVISION 

CURRENT PLANNING 
1 UNIT 

SUBDIVISION APPLICATION 
rFMTPT) 

j D E F I N I T I O N • Rocordi S«r1»i . A group of r t f i U d r t c o r d i normilly (IIkJ tnd u i * d t i a unit for r«ftr«nc» ai w d l i t rrUnfJon i n d dlipoiltfon p u r p o i t e . 

| 4 . R E C O R D S E R I E S T I T L E 

Subdivision, Waiver and Agreement Files 

S. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

T O 

1 R E C O R D S E R I E S D E S C R I P T I O N ( Briefly desert* the types of informatiorVcVxumentsrtorms found in ihe Senes Include the purpose or function of the Senes) 

Contains files on stages of Perforrnal, Sketch, Preliminary and final processes and all 
their applications, review, comments, minutes, approvals, plans, plats, waivers and 
agreements. 

7 . R E C O R D S E R I E S F O R M A T f S ) 

O Letter S e e • Microfilm 

yp Legal S e e • Computer Tape 

O Bound Book a Floppy Disk 

a A u d o T a p e a Video Tape 

o Other (SpeaTy) 

I . R E C O R D S E R I E S S E Q U E N C E 

& Afchabeteal 

• Nurnencal 

& Chronological 

• Geographer 

D Other (Speedy) 

J . V O L U M E 

6 FteDrawerfs) 
0 Microfam Reel (s) 
• Computer Tape ($) 

h O Other (Specify) 
pOO At any one time. 

Number 

10. A N N U A L A C C U H U U T I O N 
R F i e Drawer (s) 
O Mcroflm Reel (s) 
O Computer Tape(s) 
O Other (Spedfy) _ 40 

Number 

1 1 . R L E I S U S E D 

O Dady • Weekly 6 Month*/ 
Less Than 

1 1 R L E B E C O M E S I N A C T I V E A F T E R 

10+ 
Numbar 

O Months) Year(s) 

1 1 C U R R E N T L O C A T I O N ( S ) (BkJrj.. Floor, Room) 

Heritage Center 
14. tS R E C O R D S E R I E S O U P U C A T E D E L S E W H E R E ? (tf yes. sperfy agency or offce) 

• Yes S N o 

I S . A C C E S S R E S T R I C T I O N S (If yes. cite law(s) S regulationfs) 

o Yes r x No 

1 1 . A U D I T R E Q U I R E M E N T S 

B None a State 0 Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
d e s e r t * any haroVare/sottware) 

* Yes Co.Trputer File 0 ^ 

1 1 . R E C O M M E N D E D R E T E N T I O N Closed files retained in-house for 3 
years then transferred to outside storage for 20 years. 
Then destroy. 

f. N A M E A N D T I T L E O F P R E P A R E R 

L.E. Burkins, Current'Planning Admih 
20. T E L E P H O N E N U M B E R 

.(410) 222-7496 
21. D A T E 7/13/95 

SS0-4 ( R c v M V33) 



B - I T r t UK fKJNl A SEPARATE FORM >0R EACH NEW 
8 REVISED RI^OORO SERIES, FORWARD WITH RECORDS RETENTION 
1 SOCEXJLE (DOS 550-11 

DfcFAKTMENT O P G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

Tm WATERLOO ROAD 
PO. BOX ITS - JESSUP. MARYLAND 20784 

AGENCY R E C O R D S I N V E N T O R Y 1 B - I T r t UK fKJNl A SEPARATE FORM >0R EACH NEW 
8 REVISED RI^OORO SERIES, FORWARD WITH RECORDS RETENTION 
1 SOCEXJLE (DOS 550-11 

DfcFAKTMENT O P G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

Tm WATERLOO ROAD 
PO. BOX ITS - JESSUP. MARYLAND 20784 Pioe S O f 6 

| 1 . D E P A R T M E N T / A G E N C Y 

•LANNING AMD CODE ENFORCEMENT 
2. DIVISION 

CURRENT PLANNING 
J . UNIT 
SUBDIVISION APPLICATION 
CENTER 

' DEFINITION • R * c o r d i S t r i t t • A group of r»lit»d r t c o r d i normally fll»d ind u i * d t i « unit for r t f t r t n c * i t wall n rrttnSon ind dltpoiltlon p u r p o i e t . 

, 4 . R E C O R D S E R I E S T I T L E 

Engineering/Technical Files 
5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

T O 

I R E C O R D S E R I E S D E S C R I P T I O N ( Briefly desert* the types of inforrnatiorVdocuments/torms found in the Senes. Include the purpose or function of the Series) 

Includes development plans, correspondence, studies, comps, etc. Files are alphabetical 
and will be dated as to the time of transfer. 

7. R E C O R D S E R I E S F O R M A T f S ) 

Q Letter S e e o Mcrontm 

£ Legal Size • Computer Tape 

a Bound Book • Floppy Disk 

• A u d o Tape O Video Tape 

• Other (Scedhr) 

1 . R E C O R D S E R I E S S E Q U E N C E 

» Afehabeteal 

• Numerical 

B Chronological 

• Geographical 

• Other (Soedfvl 

$. V O L U M E | 
Fte Ontwerfs) | 

0 Microfilm Reel (s) 8 

• Computer Tape (s) i 
q • Other (Speofy) 1 

Number 

10, A N N U A L A C C U M U L A T I O N 
B F i e Drawer (s) 
O U o o f l m R e d (s) 

4Q a Compuer Tape(s) 
O Other (Soedfvl 

Number 

11 n u t s U S E D 

O D a * y O Weekly S UorthJy 

12. R L E B E C O M E S I N A C T I V E A F T E R 

10+ O Morthtt) Yeartsl 
Number 

I X C U R J l E J r r L O C A T I O N ® ( B k t ) . Floor. Room) 

Everything currently being 
stored in-house 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. speofy agency or office) 

0 Yes W No 

I S . A C C E S S R E S T R I C T I O N S (If yes. die taw(s) S regulation^) 

• Yes * N o 

1 « . A U D I T R E Q U I R E M E N T S 

•f) None • Slate • Federal • Independent 

17. I S A N I N O E X S Y S T E M U S E D ? (If res. explain briefly and 
Ctecrbe any haroVare'software) 

a Yes ^ N o 

m » 

1 1 . R E C O M M E N D E D R E T E N T I O N „ , _ . , , . , . 
Closed files retained m-house for 3 

years then transferred to outside storage for 20 years. 
Then destroy. 

fc^P N A M E A N D T I T L E O F P R E P A R E R 
,.E. Burkins 
lurrent Planning Administrator 

20. T E L E P H O N E N U M B E R 
(410) 222-7496 

21. D A T E , , 
7/13/95 

S 550-4 (Rcvsad V93) 



REVISED RIUDW) SEHJEV KIKWAKU W1IH KtUJKUi n t u n i m n -

1 . D E P A R T M E N T / A G E N C Y 

I PLANNING AND CODE ENFORCEMENT 

7275 WATERLOO ROAD 
PO BOX 273 - /ESS UP. MARYLAND 20794 

2. DIVISION 

CURRENT PLANNING 

P a g e . a 

1 UNIT 

ZONING 
D E F I N I T I O N - R t c o r d * S « r i » i • A group of roftUd rtcordi nomuily fll*d »nd u t t d t * i unit for r t f i r i n c * M w d l n rrUntion and disposition p u r p o i t * . 

4 . R E C O R D S E R I E S T I T L E 

Comprehensive Rezoning Files 
S. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

1987 T 0 1989 

« . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descrfce Ihe types of rtormatiwV(tocurnents4orms found in the Senes. Include the purpose or function of the Senes) 

Individual files on applications for change or retention of zoning during comprehensive 
zoning process (prefiles and petitions). 

7 . R E C O R D S E R I E S F O R M A T f S ) 

O Letter Sae • Microfilm 

X R Legal Sat a Computer Tape 

O Bound Book • Floppy Disk 

O A u d o T a p e O V d e o Tape 

O Other (Speafy) 

I . R E C O R D S E R I E S S E Q U E N C E 

• Afchabeteal 

R Numerical 

O Chronological 

• Geographical 

o Other (Speafy) 

I . V O L U M E 

1 0 

£ Fie Orawer(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 
o Other (Spedry) 

Number 

10. A N N U A L A C C U M U L A T I O N 
O F i e Drawer (s) 
• Microftn Reel (s) 
• Computer Tape(s) 

N/A D Other (Speafy) _ 

Number 

t t . R L E IS U S E D 

o Daty O Weekly * Morthry 
Less Th; 

12. R L E B E C O M E S I N A C T I V E A F T E R 

O Monthfs) Yearfs) 

afi 
Number 

U . C U R R E N T L O C A T l O N f S ) (BkSg.. Floor. Room) 14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ) (If yes. speafy agency or office) 

a Yes j p N o 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. ate lawfs) I regulation^) 

O Yes « N o 

1 1 A U D I T R E Q U I R E M E N T S 

X> None a State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ) (W yes. exjten tneffy antf 
descrtc any l»*rara'$ofrwaFe} 

xg. Y b Map & Book File D ^ 

« . R E C O M M E N D E D R E T E N T I O N closed files retained in-house for 3 
years then transferred to outside storage for 20 years. 
Then destroy. 

1 1 . N A M E A N D T I T L E O F P R E P A R E R 

L.E. Burkins 
Current -Planning Administrator 

20. T E L E P H O N E N U M B E R 

(410) 222-7496 
21. D A T E 

7/13/95 

DGS SSM (Rcwad V93) 

S O C D O E p e s san-ij 



.REVISED PECORO SERIES. FORWARD WITH RECORDS RETENTION 

S O C D U £ PCS SStV) 
R E C O R D S M A N A G E M E N T D r v l S I O N 

7275 WATERLOO ROAD 
P.O. BOX 275 - JESSUP. MARYLAND 20794 P .O . 4 O f 6 

1 1 . DEPARTMENT/AGENCY 

PLANNING AND CODE ENFORCEMENT 
2. D I V I S I O N 

CURRENT PLANNING 
3. UNIT 

SUBDIVISION APPLICATION 
D E F I N I T I O N • Records S a r i n . A group of r t U U d racorda normally fil»d ind u i * d • • i unit for rafaranca • • wall aa rrUntion and dlipoiltlon purpoata. 

R 4. R E C O R D S E R I E S T I T L E 

1 Subdivision, Waiver and Agreement Files 

5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

T O 

1 RECORD S E R I E S D E S C R I P T I O N ( Briefly descrfce Ihe types of infomatiorVctocuments/romis found in the Series. Include the purpose or function of the Series) 

Contains files on stages of Performal, Sketch, Preliminary and final processes and all 
their applications, review, comments, minutes, approvals, plans, plats, waivers and 
agreements. 

7 . RECORD S E R I E S F O R M A T ( S ) 

a Letter S a e • WicrofUm 

> p Legal Size Q Computer Tape 

W a 8ound Book • Floppy Disk 

O A u d o Tape O Video Tape 

O Other (ScecHy) 

1 . R E C O R O S E R I E S S E Q U E N C E 

8 Afchabeteal 

• Numerical 

tf Chronological 

o Geccrapnieaf 

• Other (Soedfvl 

9. V O L U M E 
H Fit Drawerts) 
• Mocfirn Reel (s) | 
• Computer Tape (s) 1 
o n t h w fSpudfy) 1 

300 At any one time. 1 
Number | 

10. A N N U A L A C C U M U L A T I O N 
R F i e 0 rawer (s) 
a Mcroflm Reel (s) 
• Computer Tape(s) 

^ 0 Q Other (Speofy) 

Number 

1 1 . RLE IS U S E D 

O Oaty O Weekly & Monthly 
Less Than 

1 2 . RLE BECOMES I N A C T I V E AFTER 

10+ O Monthfs) Yeartsi 
Number 

1 1 C U R R E N T L O C A T I O N S ) (Bldg.. Floor. Room) 

Heritage Center 
14. IS RECORD S E R I E S D U P L I C A T E D ELSEWHERE? (tf yes. speofy agency or once) 

a Yes N o 

— 
I S . ACCESS RESTRICTIONS (If yes. cite lawfs} i rejufationfs) 

O Yes OC No 

j 
I f . A U D I T R E Q U I R E M E N T S 

B None a Slate • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
d e s e r t * any haro\rare/software) 

S Y B Computer File 0 ^ 

\ 
i t . RECOMMEHoes RETENTION closed files retained in-house for 3 j 
years then transferred to outside storage for 20 years, f 
Then destroy. ! 

1 
m$. N A M E A N D TITLE O F P R E P A C K 

[L.E. Burkins, Current' Planning Admi 
20. T E L E P H O N E NUMBER 

1.(410) 222-7496 
21. DATE , , 

7/13/95 

XiS 560-4 ( R t vm V93) 



T Y H l OK PRJN1 A SEPARATE FOfiU fOft EACH N E W 
R E V I S E D .RECORD SERIES. FORWARD WITH RECORDS RETENTION 
S C H E D U L E P C S 56A1J 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727} WATERLOO ROAD 
P.O. BOX Z75 - JESS UP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

P A G E . 

1 . D E P A R T M E N T / A G E N C Y 

PLANNING AND CODE ENFORCEMENT 
2. D I V I S I O N 

CURRENT PLANNING 
1 U N I T 

ZONING 
D E F I N I T I O N • Racorda Sariaa • A group of ralaUd racorda normally flltd and uiod aa a unit for rafartnea aa wall aa rrUntfon and dlapoaltlon purpose*. 

4 . R E C O R D S E R I E S T I T L E 

Comprehensive Rezoning Files 
$. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

1987 T O . 1989 

C R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descrfce the types of informatorVdocuments/rorms found in the Senes Include the purpose or function of the Senes) 

Individual files on applications for change or retention of zoning during comprehensive 
zoning process (prefiles and petitions). 

7 . R E C O R D S E R I E S F O R M A T f S ) 

O Letter S e e o Microfilm 

X R Legal S e e • Computer Tape 

O Bound Book • Floppy Disk 

a A u f o T a p e o Video Tape 

• Other (Speafy) 

I . R E C O R D S E R I E S S E Q U E N C E 

• Abhabeleal 

B Numerical 

O Chronological 

• Geographical 

• Other (Speedy) 

1 V O L U M E 

1 0 
Number 

g FfeDrawerts) 
• Microfilm R e d (s) 
• Computer Tape (s) 
o Other (Speedy) 

1 0 . A N N U A L A C C U M U L A T I O N 
• F i e Drawer (s) 
O Mcrafibn Reel (s) 
• Computer Tape(s) 

N/A 0 Other (Specify) _ 

Number 

1 1 . R L E I S U S E D 

O Daty • Weekly * W O R T H * 

Less Tharfi 

12. R L E B E C O M E S I N A C T I V E A F T E R 

10+ 
Number 

Q Monthfs) Year(s) 

I X C U R R E N T L O C A T I O N ( S ) (BWg. Floor. Room) 14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

• Yes j p N O 

I S . A C C E S S R E S T R I C T I O N S (If yes. cite fcrwfs) S regutalion(s) 

O Yes « N o 

1 1 A U D I T R E Q U I R E M E N T S 

X> None O State • Federal • Independent 

1 7 . I S A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
descrfce any farrMrare/software) 

jejf. Y e s Map & Book File D ^ 

i r R E C O M M E N D E D R E T E N T I O N closed files retained in-house for 3 
years then transferred to outside storage for 20 years. 
Then destroy. 

N A M E A N D T I T L E O F P R E P A R E R 

L.E. Burkins 
Current Planning Adminiatrcttor-

2 0 . T E L E P H O N E N U M B E R 

(410) 222-7496 
2 1 . D A T E 
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J B S T J i l f s I E S - t Y P E O R PRINT A SCPA/vATE F O R U F O R E A C H N E W 
| . R E V I S E D RECORD SERIES. FORWARD WITH RECORDS RETENTION 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

A G E N C Y RECOROS I N V E N T O R Y 

11 S£WEOU_f. (DOS J » $ ) TZ7i WATERLOO ROAD 
P.O. BOX 273 • JESSUP. MARYLAND 20794 Page 2 O f 6 

i 1 . D E P A R T M E N T / A G E N C Y 

pLANNING AND CODE ENFORCEMENT 
2. DIVISION 

CURRENT PLANNING 
1 UNIT 

ZONING 
D E F I N I T I O N • R t c o r d i S*riM - A group of r * l i t * d n c o r d i normilly f l l t d i n d u i * d • • • unit for r t f t r t n c t will n irUntlon * n d dlipoiltlon p u r p o i w . 

4 . R E C O R D S E R I E S T I T L E J . E A R U E S T Y E A R / L A T E T E S T Y E A R 

NONCONFORMING USE FILE 1952 TO Present 

* . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descnbe the types of mformatiorVdocuments/rorms found in the Senes. Include the purpose or function of the Senes) 

Individual files containing applications for legal nonfonforming uses. Files contain 
application, site plan, documentary evidence, affidavits, and annual questionnaires. 
Files are numbered by year and case number (e.g. NC1-90). 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

• Leaer S e e • Microfilm 

_ JO Legal Size o Compute Tape 

o Bound Book • Floppy Disk 

1 . R E C O R D S E R I E S S E Q U E N C E 

• Alphabetcal 

X X Numerical 

I . V O L U M E 
X X F i e Drawer^) 

• Microfilm Reel (s) 
• Computer Tape (s) 

6 • Other (Soedfvl 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

• Leaer S e e • Microfilm 

_ JO Legal Size o Compute Tape 

o Bound Book • Floppy Disk ^ C r r o r t o t o g t a l Number 

a A u d o T a p e • Video Tape 

O Other (Soednrl 

• Geographcal 

o Other (Soedfvl 

10. A N N U A L A C C U M U L A T I O N 
• F i e Drawer (t) 
O Mcrcftn Reel (s) 
a Computer Tapefs) 

^ O Other (SoedfY) 

Number 

1 1 . R L E IS U S E S 1 1 R L E B E C O M E S I N A C T I V E A F T E R 

• Dary o Weekly X X "ortrty 
Less Than 

1 0 + O Monthtt x t t Yearfsl 
Number 

I X C U R R E N T L 0 C A T 1 0 N ( S ) (Bldg., Floor, Room) 14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes. speofy agency or ofTce) 

Heritage Center • Yes OC N o 

I S . A C C E S S R E S T R I C T I O N S (If yes. a t e bw(s) g regulalion(s) 1 1 A U D I T R E Q U I R E M E N T S 

o Yes 19 No cX None O State • Federal ' O Independent — - -

1 7 . IS A N I N O E X S Y S T E M U S E D ? (If yes. explain briefly and 
descnbe any hardware/software) 

O Yes Car-A R, C o m p i l e r a No 

File 

- w - « - • . 
1 1 . R E C O M M E N D E D R E T E N T I O N J C - T • j • u c 

Closed files retained m-house for 
3 years then transferred to outside Storage for 20 years. 
Then Destroy. K 

N A M E A N O T I T L E O F P R E P A R E R 
L.E. Burkins 
Current Planning Administrator 

20. T E L E P H O N E N U M B E R 

(410) 222-7496 
21. D A T E 

. 7/13/95 

-S S60-4 (Rmnd V93) 


